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VOLUNTARY LEAVE BANK PROGRAM

Local supplenentation of this panphlet is permtted for inplenentation of
i ndi vi dual commander's policies and procedures. One copy of issued

suppl ements will be furnished to Commander, U.S. Arny Engi neer Division,
Great Lakes and Ohio River Division, ATTN. CELRD-OR-HR P.O Box 1159,
Cincinnati, Onhio 45201-1159.

1. Purpose. To set forth procedures for voluntary |eave bank prograns
under which the unused accrued annual | eave of one enpl oyee may be
contributed to a | eave bank for use by a | eave bank nenber who needs | eave
because of a nedi cal energency.

2. Applicability. This panphlet applies to G eat Lakes and Chio R ver
Division activities where the | ocal commander elects to establish a
voluntary | eave bank program

3. References.
a. Title 5 U S C, Chapter 63, Leave.

b. 5 CF R, Part 630, Absence and Leave; Voluntary Leave Transfer
and Vol untary Leave Bank Prograns.

c. CELRDP 690-1-10, Sick Leave and O her Leave for Medical and
Fam |y Concerns, Appendix D, Voluntary Leave Transfer Program

4. Definitions.

a. "lLeave bank" neans a pool ed fund of annual |eave established by a
CELRD activity.

*Thi s panphl et supersedes CEORDP 690-1-9, 30 COctober 1996
Thi s panphl et expires 11 March 2001.
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b. "Leave bank nenber" means a | eave contributor who has
contributed, in an open enrollnment period of the current |eave year (or
i ndi vidual enrollnment period, if applicable), at |east the m ni nrum anount
of annual | eave established by the Code of Federal Regul ations (see
par agraph 7f below) or an alternative anmount determ ned by the | eave bank
board under provisions of the Code of Federal Regulations. An enployee

may not use Ause or | ose@| eave subject to forfeiture at the end of one
| eave year to nmake the nenbership donation for the follow ng | eave year.

c. "Leave bank board" neans the board of three nenbers charged with
overseei ng various aspects of the | eave bank programat a particul ar
participating activity.

d. "Leave contributor" nmeans an enpl oyee who contri butes annual
| eave to a | eave bank. A contributor may or may not be a | eave bank
menber .

e. "lLeave recipient" neans a | eave bank nenber whose application to
recei ve contributions of annual |eave froma | eave bank has been approved
by the | eave bank board.

f. "Medical emergency"” neans a nedical condition of an enpl oyee or
the enployee's famly nmenber that is likely to require an enpl oyee's
absence fromduty for a prolonged period of tinme and to result in a
substantial 1oss of incone to the enpl oyee because of the unavailability
of paid | eave.

g. "Famly nenber” neans the followi ng relatives of the enpl oyee:

(1) Spouse and hi s/ her parents;

(2) Children, including adopted children, and their spouses;

(3) Parents;

(4) Brothers and sisters, and their spouses; and

(5 An individual related by blood or affinity whose cl ose
association with the enployee is the equivalent of a famly relationship.
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h. “Avail able paid | eave” neans accrued or accumnul ated annual or
sick | eave, and recredited and restored annual or sick |eave. Available
paid | eave does not include annual or sick | eave advanced to an enpl oyee,
or any annual or sick | eave accrued while the enployee is in a shared
| eave status but which has not been transferred to the appropriate |eave
account .

i. “Paid |leave status” nmeans the adm nistrative status of an
enpl oyee whil e the enpl oyee is using annual or sick | eave accrued or
accunul ated under the provisions of Title 5 U.S.C., Chapter 63, Subchapter
1 (Annual and Sick Leave).

j. “Shared | eave status” neans the adm nistrative status of an
enpl oyee while the enployee is using transferred | eave under a voluntary
| eave transfer programor |eave transferred froma | eave bank

5. Responsibilities.

a. Each local commander will decide whether to establish a | eave
bank program \Wen the decision is made to establish such a program the
commander wil|l appoint a | eave bank board in accordance with the Code of
Federal Regul ati ons and paragraph 6 bel ow

b. Supervisors at activities where the |ocal commander elects to
establish a voluntary | eave bank programw || assure that enpl oyees under
their supervision are aware of the provisions of this panphlet. The
i mredi at e supervi sor nmust endorse a request froma subordi nate enpl oyee to
becone a | eave recipient. This requirenent reflects the supervisor's
i nherent right to approve when and to what extent annual |eave may be
t aken.

c. The servicing CPAC/ Human Resources O fice or other office
appoi nted by the commander will work with the | eave bank board in
mai nt ai ni ng records and conpleting reports required by 5 C.F. R, Section
630. 1012.

6. Leave Bank Board. At each CELRD activity where a voluntary | eave bank
programis established, a | eave bank board w il be established. No nore
t han one | eave bank board nay be established for each | eave bank.

a. Each | eave bank board wll consist of three nenbers. At |east
one nmenber shall represent a | abor organization or enpl oyee group.
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b. Each | eave bank board will performthe follow ng functions and
ot her functions as necessary:

(1) Establish its internal decision-nmaking procedures;

(2) Review and approve or di sapprove each application to becone a
| eave contributor and a | eave recipient under provisions of the Code of
Federal Regul ati ons;

(3) Monitor the status of each |eave recipient's nedical energency;

(4) Mnitor the anount of |eave in the | eave bank and the nunber of
applications to becone a | eave recipient; and

(5 Maintain an adequate anmount of annual |eave in the | eave bank to
the greatest extent practicable in accordance with the Code of Federal
Regul ati ons.

7. Application to Becone a Leave Contri butor and Leave Bank Menber.

a. An enployee may make voluntary witten application to the | eave
bank board to becone a | eave contributor. The application wll specify
t he nunmber of hours of annual |eave to be contributed and any ot her
informati on the | eave bank board may reasonably require. CELRD Form 1133-
R at Appendi x A may be used by | eave bank boards for this purpose.

b. An enployee may request that annual |eave be contributed to a
speci fi ed bank nenber other than the | eave contributor's inmedi ate
supervi sor

c. A leave contributor wll beconme a | eave bank nenber for a
particul ar | eave year if he or she submits an application neeting the
requi renents of this paragraph during an open enroll nment period (see
subpar agraph "d" bel ow) established by the | eave bank board (or where
applicable, during an individual enrollnment period - see subparagraph "e"
bel ow). CELRD Form 1134-R at Appendi x B may be used as an application to
becone a | eave bank nenber.

d. The | eave bank board wll establish at | east one open enroll nent
period each | eave year in which the | eave bank operates. An open
enroll ment period will |last at |east 30 cal endar days. The |eave
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bank board (wi th assistance fromthe servicing CPAC Human Resources O fice
or other office appointed by the Commander) will take appropriate action
to inform enpl oyees of each open enrol |l nent peri od.

e. An enployee entering the participating activity or returning from
an extended absence outside an open enrollment period will have the
opportunity to becone a | eave bank nenber for the | eave year. Such an
enpl oyee may submt an application neeting established requirenents during
an individual enrollnent period |lasting at | east 30 cal endar days. This
i ndi vidual enrollnment period will begin on the date the enpl oyee enters or
returns to the activity.

f. Except as provided in subparagraph "g" below, the m ninmm
contribution required to beconme a | eave bank nenber for a | eave year shal
be:

(1) 4 hours of annual |eave for an enpl oyee who has | ess than 3
years of service at the tine he or she submts an application to
contribute annual | eave;

(2) 6 hours of annual |eave for an enpl oyee who has at |east 3, but
| ess than 15, years of service at the tine he or she submts an
application to contribute annual |eave; and

(3) 8 hours of annual |eave for an enpl oyee who has 15 or nore years
of service at the time he or she submits an application to contribute
annual | eave.

g. The | eave bank board nay:

(1) Decrease the m nimumcontribution required by subparagraph "f"
above for the follow ng | eave year when the | eave bank board determ nes
that there is a surplus of |eave in the bank;

(2) Increase the mi nimumcontribution required by subparagraph "f"
above for the follow ng | eave year when the | eave bank board determ nes
that such action is necessary to maintain an adequate bal ance of annual
| eave in the | eave bank; or

(3) Elimnate the requirenent for a mninmumcontribution under
subpar agraph "f" above when a | eave bank nenber transfers within the U S
Arny Corps of Engineers to an organi zation covered by a different |eave
bank.
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h. |If a |eave recipient does not have sufficient available accrued
annual leave to his or her credit to make the full mninmum contribution
required by the | eave bank board, he or she will be deenmed to have nade
the m ni num contri buti on.

i. Except as provided in paragraph 19 bel ow, the | eave bank board
may not return a contribution of annual |eave to a | eave contributor after
deposit in the | eave bank.

j. A leave bank nenber nmay apply to contribute additional annual
| eave at any tinme. An enployee who is not a | eave bank nenber may apply
to becone a | eave contributor at any tine.

8. Limtati ons on Contribution of Annual Leave.

a. |In any one |eave year, a |leave contributor may contribute no nore
than a total of one-half of the anmount of annual |eave he or she would be
entitled to accrue during the |eave year in which the contributionis
made.

b. In the case of a |l eave contributor who is projected to have
annual | eave that otherwi se would be subject to forfeiture at the end of
the | eave year, the maxi mum anount of annual |eave that may be contributed
during the | eave year shall be the |esser of:

(1) One-half of the anmobunt of annual |eave he or she would be
entitled to accrue during the |eave year in which the contributionis
made; or

(2) The nunmber of hours remaining in the | eave year (as of the date
of the contribution) for which the | eave contributor is scheduled to work
and receive pay.

c. The | eave bank board may waive the limtations on contributing
annual | eave under subparagraphs "a" and "b" above. Any such wai ver shal
be docunented in witing. Appendix Cincludes the criteria which wll be
applied in waiving these restrictions.

d. The limtations discussed here apply to the total anobunt of
annual | eave donated or contributed during the | eave year under the
voluntary | eave transfer program and the voluntary | eave bank program
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9. Application to Becone a Leave Reci pient.

a. A leave bank nenber may make witten application to the | eave
bank board to becone a | eave recipient. |If a |eave bank nenber is not
capabl e of making application on his or her own behalf, a personal
representative nmay nmake the application.

b. The | eave bank board nmay require | eave bank nenbers to submt
applications under this section within a prescribed period of tine
followng the termnation of a nedical energency.

c. An application by a | eave bank nenber to becone a | eave recipient
wi |l be acconpanied by the information, which follows concerning the
potential |eave recipient. CELRD Form 1135-R at Appendi x D may be used
for this purpose but is not required.

(1) The | eave bank nenber's nane, position title, and grade or pay
| evel ;

(2) The reasons |eave is needed, including a brief
description of the nature, severity, anticipated duration, and if it is a
recurring one, the approxi mate frequency of the nedical energency
af fecting the | eave bank nenber;

(3) Certification fromone or nore physicians; or other appropriate
experts, with respect to the nedical energency, if the | eave bank board so
requires; and

(4) Any additional information that may be required by the | eave
bank board.

d. If the |l eave bank board requires a | eave bank nenber to submt
certification fromtw or nore sources under subparagraph c(3) above, the
enploying activity will ensure, either by direct paynent to the expert
i nvol ved or by reinbursenment, that the | eave bank nenber is not required
to pay for the expenses associated with obtaining certification fromnore
t han one source.

10. Approval of Application to Becone a Leave Reci pient.

a. The | eave bank board will review an enpl oyee's application to
becone a | eave recipient (under procedures the board establishes - see
par agraph 6b above) for the purpose of determ ning whether the enpl oyee is
a | eave bank nenber who is or has been affected by a nmedi cal energency.
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b. Before approving an application to becone a | eave recipient, the
| eave bank board wll determ ne that the absence fromduty w t hout
avai |l abl e paid | eave because of the nedical energency is (or is expected
to be) at least 24 hours (or, in the case of a part-tinme enployee or an
enpl oyee with an uncommon tour of duty, at |east 30 percent of the average
nunmber of hours of work in the enployee's biweekly schedul ed tour of
duty).

c. In making a determnation as to whether a nedical energency is
likely to result in a substantial |oss of inconme, the | eave bank board
w Il not consider factors other than whether the absence from duty w thout
available paid leave is (or is expected to be) at |east 24 hours (or in
the case of a part-tinme enployee or an enployee with an uncommon tour of
duty, at least 30 percent of the average nunber of hours of work in the
enpl oyee' s bi weekly schedul ed tour of duty).

d. The | eave bank board will notify the applicant of the action
taken on the application within 10 days (excludi ng Saturdays, Sundays and
| egal public holidays) after the date the application was received,
whenever possible, but in no case later than 10 work days after the | eave
bank board has deci ded that the application has been approved. |If the
| eave bank board di sapproves the application, notification wll include
t he reasons for disapproval.

e. The | eave bank board may establish witten policies [imting the
anount of annual |eave that nmay be granted to a | eave recipient.

11. Accrual of Annual and Sick Leave.

a. Except as otherw se provided below, while an enployee is in a
shared | eave status, annual and sick | eave accrues to the credit of the
enpl oyee at the sane rate as if the enployee were in a paid | eave status,
except that:

(1) The maxi mum anount of annual | eave that may be accrued by a
| eave recipient while in a shared | eave status in connection wth any
particul ar nmedi cal energency may not exceed 40 hours (or in the case of a
part-time enpl oyee or an enpl oyee with an uncommon tour of duty, the
average nunber of hours of work in the enpl oyee's weekly schedul ed tour of
duty); and

(2) The maxi mum anount of sick |eave that may be accrued by a | eave
recipient while in a shared | eave status in connection with any particular
medi cal energency may not exceed 40 hours (or, in the case of a part-tinme
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enpl oyee or an enpl oyee with an uncomon tour of duty, the average nunber
of hours of work in the enployee's weekly schedul ed tour of duty).

b. Any annual or sick |eave accrued by a | eave recipient while using
annual |eave wthdrawn froma | eave bank

(1) WIIl be credited to an annual or sick |eave account, as
appropriate, separate fromany regul ar | eave account of the enpl oyee.

(2) WII not becone avail able for use by the | eave recipient and may
not otherw se be taken into account until, under subparagraph "c" bel ow,
it is transferred to the appropriate | eave account of the enpl oyee.

c. Any annual or sick |eave accrued by an enpl oyee under this
section will be transferred to the appropriate | eave account of the
enpl oyee, and wi |l becone avail able for use:

(1) As of the beginning of the first pay period beginning on or after
the date on which the enpl oyee's nedical enmergency term nates; or

(2) If the enployee's nedical energency has not yet term nated, once
t he enpl oyee has exhausted all | eave nade available to himor her under
the voluntary | eave bank program

d. If the leave recipient's nedical energency term nates because the
| eave recipient's Federal service term nates (see paragraph 13a(l) bel ow),
no leave will be credited to the enpl oyee under this paragraph.

12. Use of Annual Leave Wthdrawn from a Leave Bank.

a. A leave recipient may use annual |eave withdrawn froma | eave
bank only for the purpose of a nedical energency for which the | eave
reci pi ent was approved.

b. Except as provided in paragraph 11 above, during each biweekly
pay period a | eave recipient is affected by a nedi cal energency, he or she
w Il use any accrued annual |eave (and sick | eave, if applicable) before
usi ng annual | eave withdrawn from a | eave bank.

c. The approval and use of annual |eave withdrawn froma | eave bank
is subject to all conditions and requirenents inposed for the approval and
use of annual |eave, except that annual |eave withdrawn froma | eave bank

9
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may accunul ate without regard to the limtation normally inposed on
accrual and carry over of annual | eave.

d. Annual |eave withdrawn froma | eave bank may be substituted
retroactively for any period of |eave w thout pay, or used to |iquidate an
i ndebt edness for any period of advanced | eave, which began on or after the
date fixed by the | eave bank board as the begi nning of the nedi cal
emer gency.

e. Annual |eave withdrawn froma | eave bank may not be included in a
| unp sum paynent or made avail able for reaccredit upon reenpl oynent by a
Federal agency.

13. Term nation of Medical Energency.

a. The nedical energency affecting a | eave recipient term nates:
(1) Wen the |l eave recipient's Federal service term nates;

(2) Wen the | eave recipient |eaves the Corps of Engineers or the
participating district/regional office, if the | eave bank board so
det er m nes;

(3) At the end of the biweekly pay period in which the | eave bank
board receives witten notice fromthe | eave recipient or froma |eave
recipient's personal representative that the | eave recipient is no | onger
af fected by a nedi cal energency;

(4) At the end of the biweekly pay period in which the | eave bank
board determ nes, after witten notice and opportunity for the |eave
recipient (or, if appropriate, the |eave recipient's personal
representative) to answer orally or in witing, that the | eave recipient
is no longer affected by a nedical energency; or

(5) At the end of the biweekly pay period in which the agency
receives notice that the O fice of Personnel Managenent has approved an
application for disability retirenment for the | eave recipient under the
Cvil Service Retirenent Systemor the Federal Enpl oyees Retirenent
System

b. The | eave bank board will ensure that annual |eave w thdrawn from
the | eave bank and not used before the termnation of a | eave recipient's
medi cal enmergency will be returned to the | eave bank.

10
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c. The | eave bank board nay deem a nedi cal energency to continue for
t he purpose of providing a | eave recipient an adequate period of tine
within which to receive contributions of annual | eave.

d. If a leave recipient elects to buy back annual |eave as a result
of a claimfor an enploynent-related injury approved by the Ofice of
Wor kers' Conpensati on Prograns, the anmount of annual | eave w thdrawn from
the | eave bank that is bought back by the | eave recipient will be restored
to the | eave bank.

14. Pr ohi biti on on Coerci on.

An enpl oyee may not directly or indirectly intimdate, threaten, or
coerce, or attenpt to intimdate, threaten, or coerce, any other enployee
for the purpose of interfering wth any right the enpl oyee may have with
respect to contributing, wthdrawi ng, or using annual |eave under the

vol untary | eave bank program This prohibition includes promsing to
confer or conferring any benefit (such as an appoi ntnent or pronotion or
conpensation) or effecting or threatening to effect any reprisal (such as
deprivation of appointnent, pronotion, or conpensation).

15. Participation in the Voluntary Leave Transfer Program and the
Vol untary Leave Bank Program

a. |If adistrict/regional office establishes a voluntary | eave bank
program an enpl oyee who participates in the | eave bank may al so
participate in a voluntary | eave transfer program

(1) Except as provided in subparagraphs "b" and "c" bel ow, any
annual |eave previously transferred to an enpl oyee under the voluntary
| eave transfer programw ll remain to the credit of an enpl oyee who | ater
beconmes a |l eave recipient in a | eave bank and will becone subject to the
district's/regional office's policies and procedures for admnistering the
voluntary | eave bank program

(2) Procedures for the use of donated or transferred | eave by a
| eave recipient who receives | eave under both a voluntary | eave transfer
program and a voluntary | eave bank program for the sane nedi cal energency
are at Appendi x E.

b. Upon termnation of a | eave recipient's nedical energency, any
annual | eave previously transferred under the voluntary | eave transfer
program and remaining to the credit of a |leave recipient will be restored
as provided in CELRDP 690-1-10, Sick Leave and Ot her Leave for Medical and
Fam |y Concerns, Appendix D, Voluntary Leave Transfer Program
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c. Transferred annual |eave restored to the account of a | eave donor
under subparagraph b above is subject to the I[imtation inposed at the end
of the | eave year in which the annual |eave is restored.

16. Movenent between Vol untary Leave Bank Progranms. |If an enpl oyee noves
bet ween an organi zati on operating one | eave bank to an organi zation
operating a different |eave bank, the follow ng procedures apply:

a. On the date of the enployee's nove, he or she will becone subject
to the policies and procedures of the voluntary |eave bank program of the
new or gani zation; and

b. Nothing in paragraph 13a(2) or 13b above will interfere with the
enpl oyee's right to submt an application to becone a | eave contri butor or
| eave recipient in accordance with the policies and procedures of the
vol untary | eave bank program of the new organi zation.

17. Movenent between Vol untary Leave Transfer and Leave Bank Prograns.

| f an enpl oyee noves between an organi zation covered by a voluntary | eave
bank program and an organi zati on covered by a voluntary | eave transfer
program the follow ng procedures apply:

a. On the date of the enployee's nove, s/he becones subject to the
policies and procedures of the voluntary |eave transfer and voluntary
| eave bank program (if applicable) of the new organization.

b. Nothing in paragraph 13a(2) or 13b above will interfere with the
enpl oyee's right to submt an application to becone a | eave donor (or
| eave contributor, if applicable) or |eave recipient under the voluntary
| eave transfer or voluntary | eave bank program (if applicable) of the new
or gani zati on.

18. Restrictions on Leave Bank Leave: Annual |eave may not be borrowed,
contri buted, or otherw se transferred between | eave banks.

19. Termnation of Voluntary Leave Bank Program

a. Adistrict/regional office may term nate a | eave bank program
only after it gives at |east 30 cal endar days advance witten notice to
current | eave bank nenbers.

12
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b. If a district/regional office termnates a voluntary | eave bank
program before the term nation of the nedical energency affecting a | eave
bank recipient, annual |eave transferred to a | eave bank recipient wll
remai n avail able for use under the voluntary | eave transfer program

c. Adistrict/regional office that termnates a voluntary | eave bank
programw || make provisions for the tinely and equitable distribution of
any |leave remaining in the | eave bank. The district/regional office my
allocate the |l eave to current |eave recipients, recredit the |eave to the
accounts of voluntary | eave bank nenbers, or a conbination of both. The
district/ regional office may distribute the | eave imedi ately or may
delay the distribution, in whole or in part, until the beginning of the
foll owi ng | eave year.

FOR THE COMVANDER:

IS/
5 Appendi ces THOVAS C. SUERMANN
APP A--Application to Becone a Col onel, Corps of Engineers
Leave Contri but or Deputy Conmmander

APP B--Application to Becone a
Leave Bank Menber

APP C--Criteria for Waiving the
Limtation on Annual
Leave Donati on

APP D--Application to Becone a
Leave Reci pi ent

APP E--Procedures for Use of
Donat ed Leave Under Both
t he Leave Transfer and
Leave Bank Prograns
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